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SWICA ELM PORTAL. 
USER MANUAL.

This user manual explains the main functions of the SWICA ELM portal for payroll declarations. 
It is intended for SWICA corporate clients who use the web payroll declaration.

swica.ch/en/companies/services/online-services/payroll

The payroll declaration works with the following browser versions:
	› Firefox v54.0 or higher
	› Chrome v60.0 or higher
	› Edge v14.0 or higher
	› Safari v7.0 or higher

https://www.swica.ch/en/companies/services/online-services/payroll
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1. REGISTRATION

You need to register before you can send the first 
declaration via the “SWICA ELM Portal”.

Please enter the login details of the 
person using the ELM service.

SWICA sent you the registration number 
together with the request for the payroll 
declaration. 

Please use the number from an invoice for one 
of the past 12 months.
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Enter your email address here. When 
you click on “Continue,” a security code 
will be sent to the email address you 
entered.

Enter this security code in this field.

Enter your mobile phone number 
in this field. 
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Enter the code here.

The password must meet the following 
criteria:
	› Minimum 8 characters
	› Maximum 30 characters
	› At least one lower case letter and  
one upper case letter
	› At least one numeral
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2. LOGIN

Enter your login details and click 
on “Login”.

Enter the security code and click 
on “Login”.
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3. ENTER AND SUBMIT PAYROLL DATA

You will now see the overview of the declarations based on the contracts that are in effect.

Click on “ELM – transmit your payroll data”.

Enter payroll data for the selected contract.  
Blue tick = declaration not completed.
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Now enter the current number of  
employees and payroll totals.

Then click on 
“Next page”.

Please enter your contact details and 
click on “Next page”.
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Important: Click here once to definitively 
submit the data!

Payroll total declaration document can 
be viewed as a PDF at any time.

You can now open the PDF file with the 
payroll data that’s been entered.

Green tick = declaration completed.

You can still edit the data if necessary.

Please confirm that you want to submit 
the payroll data.
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3.1 WARNING AND ERROR MESSAGES

The system will send you a warning or error message if it detects that something went wrong.

Then click on “Yes” to submit 
the payroll data.

When you submit the payroll data, the 
system will prompt you again if it 
detects an inconsistency.
Please tick the checkbox to confirm that 
the inconsistency is OK.

Note: Be sure to check your payroll data 
once more. You can ignore this warning 
if the payroll data has been entered 
correctly.
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4.  USER ADMINISTRATION

The “User Administration” application  
lets you administer further users and 
authorisations.

Click on “Create new user” 
to authorise further persons to 
use the application.

Here you can enter the details of the 
new user. Please note that the email 
address will also be the user name.
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THERE FOR YOU, 24 HOURS A DAY, 365 DAYS A YEAR.

Phone 0800 80 90 80 / swica.ch

The new user then receives an email with the username and an initial password.

If you have any questions, please contact our staff at the service centre. They will be glad to help. 
You will find the contact details for your service centre on every document from SWICA.

You then need to go to the specified 
website to complete the registration 
(please refer to section 1).

Click on the shield button to manage
the authorisations.

Here you can determine who can 
access the user administration and/or 
payroll declaration functions.

5. QUESTIONS
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